APPLICATION FOR RECORDS RETENTION SCHEDULE DO A R M T D A N Ty

o RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76~RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstory, Records Management Division, 330 Caputol Avenue, Atlanta, Georgia, 30334
Attenition: Scheduling Section.

FOR AGENCY USE 1. Agency Address . ' FOR RECORDS MANAGEMENT USE

Applicstion Date Department of Education Application Number

Office of Administrative Services 6 | - 37 |+
Application Number | Regional Education Services Division
Atlanta, GA 30334

Date Received Date Completed

BUL17198 [AUS 7 1981

2. Person to Contact Working Title Telephone Number
Mrs. Connie Hunt :Principal Secretary 656-2446

3. Action Requested
a. Kl Establish Retention Schedule; record will contlnue to accumulate. ' DIVISION-WIDE COMMON
b. [l Dispose of present accumulation; no further accumulation anticipated. _————=
c. [ Amend Application No. : Check One: [0 Change; [ Supercede; O Void

4. Dates of Series 6. Records Series Title (followed by title used in office; if different]
Earliest” . Latest ’

1 To date REGIONAL DIRECTORS' SCHOOL SYSTEM FILES
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
}he'Regional Education Services Division is responsible for providing 1iaison
services between the State Department of Education and the 187 local schoel systems and
16 CESAs (Cooperative Education Service Agencies). It provides monitoring in administrative
areas dealing with State Board of Education policies and State laws; administers state school
standards through on-site appraisal of standards applications; assists local school systems
in the development of local facility plans; conducts pupil-teacher ratio and attendance
audits; provides liaison services to accrediting agencies and principals' organizations;
compiles school systems data for directories, school calendars, and the State legislature.
These services are provided through the Division Director, 10 Regional Directors (located

in offices throughout the state), and one administrator assigned to work with principals’
organizations.

7. Record Series Description - This file contains the followmg ‘documénts’ fmclude form numbers and titles, if any}:
Attach samples of the file.

Documents relating to: assisting local school systems by providing them with various state
‘ educational services and resources; conducting attendance audits; and monitoring
State Board policies, state laws, and application of state school standards.

Induded are: copies of correspondence between local school systems and Regional Directors,
local school systems and the division, and other DOE divisions and offices; financial data,
school calendars, allotment sheets, transportation data and related reports pertaining
to local school systems.

File is arranged: chronologically by calendar year; thereunder alphabetlcally by school system,
thereunder alphabetically by subject. ' : .

8. Monthly Reference Rate ~ How often are records referred to which are-
One to six monthsold i Seven to twelve monthsold ___~____; Thirteen to twenty-four months old ;
twenty-five months andolder _____ > _ 7 U

9. Annual Rate of Accumulation of Records .
Letter!size drawers — _;Legalsize drawers __. = " :Shelves_____;Other fspecify)

AR—50—71; Rev. 76 . . T - {Owver)




YES | NO | 10. Ouestionnaire  {Place an “X" in the proper column)

a. ls this the official copy of the series?
X M not, where is it?

b. Does the series contain confldential information requiring security handling? If yes, dte law or regulation.

. Is this a vital record?

[ bt
1]

d. Daes this series have historical or long term research value7

4 e. When one or two documents in the file make it necessary to. keep the entire file for a long period, could these
RA documents be scheduled separately?

X f. ls the informatioh contained in this series eyer pubh;hed? f yes, ng copy. .-
Z;. Is themformatron contained in this series ever analyzed and/or recorded in a summanzed report?
X If yes, attach copy. - e
o h. Is there a duplication of this series in your office, or in another oﬂ'lce or agency7

X If ves, where? ‘

X i._Is this series (or a major portion of jt) reqularly microfilmed?

X | j. Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:

a. State Law years. d. Audit period years,
b. Statute of limitation : years. e. Administrative need 1-5  _vears.
c. Federal law ' ' years. f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Explain administrative need.

~

12. Appro\.red Dupcbsitvon Instructrons ~This agency recommends that the file series be?:ut off at the end of each o I
: ST : E] Caténdar Year; [ Fiscal Year: O Other S S =_then,

O Holdin the current files area "-manth(s) = l Vear(s!; then g .
O Transter to local holding afea; hold _year{s); then LT o .
O Transfer to State Reoords Center: hold __._'.-__r‘yéar{s}nhen e T Co R

O -Destroy. * - . - SR L .
O Transfer to State Archwes for permanent retention. : e
K) Other (Specify) Attendance Audits, Correspondence and Pupil/Teacher Ratios

Hold in current files area threer (3) years; then destroy.

Facilities Plans (Capltal Outlay) Files
_Hold 1n ctrfrent f11es area flve (5) years, then destroy

S o A11 other Regional Directors’ Schoo‘l Sys"tem Files S
T " Hold in'current files area one (1) year; 'ther'i\dest'r_oy:'

These insiructions apply to all prior and future accumulations of the series.

| Agency Head{Dpsi_g_nee . (S_ignature} a Date -| Records Management Officer (Signature) - Date
| ) 55444{,4?{ ZLLﬁJLh4A/‘>£ ‘Z5Cl(¢~vuqum¢£n~1A,- 7-6- €]
7 / .
State Records (b_m‘rnitt}g (ngnature) .. Date

Recommendations in para- — — . -

graph 12 are approved. State Auditor/Designes ‘wf—d K M’V/

{1f disapproved, attach letter %;/ +
Secre 4ipof State/Designee ém_g M 7.- z 7- 8’

of explanation.)
Attorney General/Designee M
AR-50-71%; Rov_. 76 (Reversa Side =



